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PERSONNEL MOVEMENT AND MANAGEMENT PROGRAM (PMMP)

Purposes of PMMP

Tmprove annual personnel planning by estimating probable separations and determining
appropriate levels of EOD's, reassignments and promotions.

Improve succession and leadership planning by estimating turnover in senior positions
and identifying and developing prospective candidates.

Increase the participation of Deputy Directors in the process of executive and per-
sonal development.

Conform to requirements of the Guidelines for Executive Development by estimating turn-
over in executive positions, identifying and developing potential replacements,
increasing their mobility and versatility by exposure to different kInds of experi-
ences, effectively utilizing training resources for personal development, and in-
volving senior agency officials in the executive developmental pracecs.

Process of Executive Development

Products Procedures Jvggested Scheduling
EYES ONLY Executive Fach career service to complete re- By mid-September
Candidates Roster view of positions GS-15 through g97e.
(EXEC) and Executive GS-17 expected to become vacant
Developmental Train-- during FY 1973-1976 and identify
ing and Assignment candidates GS-13 and above as poten-
Inventory tial replacements (ordinarily two or

more prospects). Each career service
to evaluate critical and atypical
requirements of positions expected
to become vacant during FY 1973-1976.

Fach career service to evaluate per- By mid-October 1972.
sonal developmental needs of each

EXEC candidate, taking into consider-

ation (1) the special requirements

of the position or positions con-

cerned and (2) the desired develop-

mental improvements or experiences

specifically applicable to the indi-

vidual concerned.

Each career service to forward EXEC By mid-October 1972.
Roster and EXEC Executive Developmen-

tal Inventory to Deputy Director
concerned.
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Procedures Suggested Scheduling
Fach Deputy Director to review By mid-November 1972,
material with Heads of Career
Services.
Each Deputy to forward Directorate By early December
Executive Development program to 1972,

ExDir-Compt.

ExDir-Compt to meet separately with By latter December
each Deputy on his Executive Devel- 1972.

opment program.

ExDir-Compt to meet with Deputies as By latter January
members of EMRB in discussion of 1973.

Agency Executive Development program.

Process for Determining Personal Developmental Needs of

Estimated Upward
Movement in Grades
GS-11 through GS-1k4;
Assignment Inventory
for Development of
Personnel GS-11
through GS-14; and
Training Inventory
for Development of
Personnel GS-11
through GS-14.

Personnel in Grades GS-11 through GS-1k

Fach career service to complete re- By mid-November 1972.
view of turnover and cumulative pro-
motional possibilities in Crades
GS-11 through GS-14 during FY 1973-
1976. Each career service to re-
view the promotional readiness of
each individual careerist in Grades
GS-11 through GS-1h to advance one
or more times during FY 1973-1976.
Each career service to compile in-
formation on promotional headroom
available and promotional headroom
needed in Grades GS-11 through

GS-14 on PMMP Form 3.

Each career service to determine By mid-November 1972.
specific prospective assignments,
rotations, details, orientations and
other kinds of job experiences with-
in or without the career service

that would be helpful, important or
essential in preparing each indivi-
dual having the ineclination and the -
potential for development. In
specifying individual developmental
actions, each career service to con-
centrate not only on the requirements
of probable future assignments for
the individual affected, but also
individual experience gaps. Each
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Products

Procedures

career service to summarize infor-
mation on FMMP Form k4.

Each career service to identify and
stipulate specific training experi-
ences, both within and without
career service for each individual
with the inclination and potential
for development. FEach career ser-
vice to summarize information on
PMMP Form 5.

Fach career service to forward
nerrative report on overall find-
ings, problems and planned correc-
tive actions, resulting from this
process.
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Suggested Scheduling

- By mid-November 1972.

By end-November 1972.

Process for Annually Projecting Probable Turnover

and Optimal EOD's, Reassignments and Promotions for Ensuing Fiscal Year

Staffing Profile (CS,
wage board and mili-
tary personnel)
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Each career service to estimate
separations (all causes) for wage
board, military and all grades of

GS personnel; adjust for any ceil-
ing increases or decreases in the
fiscal year, by grade; and determine
by grade the number of new personnel
that will be brought into the career

service, either by reassignment or from

outside the Agency to maintain on-
duty-strength at ceiling. (Each
career service to project reassign-
ments out as well as Agency separe-
tions in estimating its total turn-
over by grade.)

Teking into account expected EOD's
and reassignments-in by grade

versus separations and reassignments-

out by grade, each career service to
plan the probable number of promo-
tions to each grade.

Each career gervice to forward to
the Deputy Director a narrative
report summarizing results obtained
in preparing the FY 1973 Staffing
Profile.
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By mid-November 1972.

By mid-November 1972.

By end-November 1972.
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Executive Candidates Roster (EXEC)
(Expected Vacancies in GS-17 through GS-15 Positions
During FY 1973-1976 and Candidates for Development)

PMMP
Date

Form 1

ESTIMATED VACANCIES POSS1BLE REPLACEMENTS E/
E ADVANCEMENT POTENTIAL
ESTIMATEUESTIMATEJ Date oF { DATE oF {Cueck One)
YEAR OF | MONTH OF) PosiTiION PosiTION TITLE AND POS1TION PosiTion TITLE AND LasT MANDATORY)] OVER
VACANCYAL VacaNcY GRADEA/ NUMBER ORGANI1ZAT!IONAL LOCATION NUMBER | ORGANIZATIONAL LOCATION PROMOTIONRETIREMENT} 1 GRADEI2 GRADES! 2 GRADE S|
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PMMP Form 1

Show first all expected vacancies during FY 1973 in GS-17 through G8-15 jobs resulting from employee separa-
tions (in descending grade order); then present information in same way for years FY 1974-FY 1976. -

Two or more candidates will be identified when desirable for each position from among employees GS-13 and
above. Prospects may be designated from outside the career service. The same employee may appear as a c¢andi-
date for more than one vacancy expected to occur during FY 1973-FY 1976. (The testing, coaching, observing and
developing of such employees should take into account the requirements of the position or positions for which
they have been designated as prospective replacements.)

If a prospective candidate is scheduled to retire within two years from the date he would incumber the expected
vacancy or is being considered to fill a vacancy for a period of two or less years, attach to this table an
explenation why he is a candidate (e.g., level of qualifications or future utilization and development). Lik
wise, attach a similar explanation in the event an employee outside the career service is designated as a
prospective replacement.
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PMMP Form 2
. Date

EXECUTIVE DEVELOPMENT TRAINING AND ASSIGNMENT INVENTORY

Substantive, Managerial and Professional Training (within Career Service, OTR, External,
Neme of Job Assignments, Experiences and Orientations | College, etc.) and other Developmental Actions
Executive Candidate
To Be Developed

Action(s) and Purpose(s) When

Action(s) and Purpose(s) When
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Estimated promotion headroom within each grede in FY 1973 consists of
in that grade and (2) cumulative turnover in that grade during the bal
the grade plus the total of estimated turnover in all grades above tha

consists of cumulative turnover in each grade as defined in (2) above.

t grade).
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PMMP Form 3
Date ’
i __ Career Service -
Estimated Upper Movement in Grades GS-11 through GS-1k
Fiscal Years FY 1973 - FY 1976
*
FY 1973 FY 1974 FY 1975 FY 1976
(1) (2) (3) (1) (2) (3) (1) (2) (3) (1) (2) (3)
EsT. PrOMO- EsT. Promo=- EsT. PROMO= EsT. PromoO~-
ProMo- TION NuMBER PROMO= TION NuMBER PRoOMO= TION NuMBER PrOMO= TION NuMBer
GRADE TION Heapbroom | CoL (2) TION HeADROOM CoL (2) TION Heabroom| CoL (2) TION HEADROOM CoL (2)
HEADROOM Neepep [ls Over/ HeADROOM NEEDED Is Over/ |} HEADROOM Neepep {Is Over/ {| HeabrooM NEEDED Is Over/
WITHIN WITHIN UNDER WITHIN WITHIN UNDER WITHIN WITHIN UNDER WITHIN WITHIN Uno
GRADE GRADE CoL (1) GRADE GRADE Con (1) GRADE GRADE CoL (1) GRADE GRADE cor (%,
GS-14
GS-13
GS-12
GS-11
Explanations:

(1) current estimated CSGA spaces (plus or minus)
ance of FY 1973 (i.e., estimated turnover within
Promotion headroom in FY 197L-FY 1976
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PMMP Form 3

Explanations (Cont.)

The estimated annual promotion headrcom needed within a cereer service in each grece is the total number of career-
ists expected to become ready for prumotioa to that grade within & given year. Pronchtion hesdroom needed each year
within a given grade is determined by the career board or panel evaluating the potential, developmental needs and
Tpromotional readiness’ of each individual careerist in the grade below and totaling those determined to be ready
for promotion. The number ready for promotion to a given grade is e qualitative judgment of the career board with-
out regard to the level of past promotions or the estimated capacity of the career service to make promotions to
that grade. The career board or panel may take into account the time-in-grade each careerist has already served
and whether he is expected to move up on a fast track time-in-grade, an average track time-in-grade, a slow track
time-in-grade, or not at all. Prior to plotting the promotability of each individual careerist one or more times
during the next four years, the career board or panel could establish separate TIG norms for fast, average and slow

tracks and decide what standards, criteria, documentation and review procedures it will follow in looking at the
promotional readiness of each careerist.

(NOTE; Separate forms are used in planning and implementing the Personnel Movement and Management Program for
filling future vacancies in positions above GS-15 during the next four years and for identifying personnel GS-13
and above who are qualified prospects for future assigmment to such positions and interim executive development.)
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Career Service

Assignment Inventory for

Development of Personnel GS-11 through Gs-1h

(Excludes Executive Developmental Assignments)

PMMP Form
Date

i

SpeciFlc AssiGNMENT(S) OR
EXPERIENCES AND LOCATION NATURE AND PURPOSE pate(s) oF LevEL OF
NAME GRADE |COMPONENT (1F APPLICABLE) oF DeveLOPMENTAL AcTIoN(s) ASSIGNMENT A/ |PRIORITY 174
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PMMP Form L

4/ Could encompacs brief or long paeriods: series of briefings, details of several mouths, orientations of a few "
weeks, two-year tours, ete.

8/ Indicate the level of priority for each entry using these symbols:
A. ZEssential for personal development
B. TImportant for personal development
C. Helpful for personal development

NOTE: This Inventory is confined to developmental assignment needs, as perceived by a career service. It is not
to be construed as an all inclusive list of assignments to be given to individual employees, either upon their
request or upon the initiation of their career service or component. ‘
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'Training Inventory for Developme

o RSO S TER E

Career Service

(Excludes Executive Developmental Training)

PMMP Form 5
Date

nt and Enhancement of Personnel GS-11 through GS-1b

NAME

GRADE]

EXPLAIN NATURE OF TRAINING (iF NoT APPARENT)

COMPONENT] (ConNsiDER TRAINING INSIDE CAREER SERVICE, OTR, OUTSIDE AGENCY, ETC.)

Date(s) | LeveL of
oF AcTion(s)PRIORITY A/

Appr:
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PMMP Form 5 .

4/ Indicate level of proirity for each proposed action:

AT e
A. Essential for career development
B. Important for céreer development
C. Helpful for chreer development

NOTE: This Inventory is confined to developmental training needs, as perceived. by a career service. Tt is not

to be construed as an all inclusive list of training to be given to individual employees, either upon their
request or upon the initiation of their career service or component.
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EMMP Form 6
Date
Career Service . .
FY 1973 Staffing Profile g ..
(Volume of Estimated Personnel Movement in All Staff Personnel Categories). .
I rem gﬁ GRADES “ SPS liWacE

oTaL [[GS-18GS-17GS-166S-15GS- 1 4GS -136S-12[5- 1165 - 10[6S -0HGS -086S-0GS-06GS -056S -04GS-03 HEP&PL|{BoarD|[MIL .

PRESENT ON-DUTY-STRENGTH AND EQUIMATEID ODY AT HoreraRT OF FY 11973 (WiTHl CeiLling ADJUSTMENT)

A. EsTIMATED ODS IN MOST
RECENT MONTH FOLLOWING
30 June 1972

B. ODS ADJUSTED FOR CEILING
CHANGES DURING BALANCE FY T3
{ BY GRADE)

£STIMATED PERSONNEL LOSSES tN_HY 107

SEPARATIONS
REAssIGNMENTS OuT
OTHER {LWOP, COonvVERSIONS ETC. )

ToTAL

PLANNED PROMOTIONS AND PERSONNEL GAinls IN JFY 1973

PROMOT i ONS
To GRADE
FrOM GRADE

NET ]
PERSONNEL GAINS “
EOD's
REASSIGNMENTS IN
OTHeEr {LWOP, ETc.)

ToTaL : r

ESTIMATED On-DUTY-STRENGTH AT EnD of IFY 1973

ProJecTED ODS 30 June 1973
(LiNE IB ADJUUSTED FOR TOTALS
AND NET CHANGES IN |l AND

1)
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ROUTING AND RECORD SHEET

SUBJECT: (Ogptional)

s ;
626 ¢ of C Bldg.

EXTENSION

NO.

3383

DATE

24 July 1972

TO: (Officer designation, room number, and
building)

TE
DA OFFICER'S

INITIALS
RECEIVED | FORWARDED

COMMENTS (Number ecch comment to show from . hom
to whom. Drow g line across column ofter each com..oit}

- pp/Personnel/P&C
626 ¢ of C Bldg.

Director of Personnel
5 E 56 Hdgs.

10.

11.

12,

13.

14,
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Pursuant to your reqguest, I
prepared a briefing sheet brealiug
out Executive Development acti-
vities from the rest of the FPMMP
process.,

As requested, I have developrd
8 separate set of forms for use in
managing the Executive Developinens
portion of PMMP, Two forms are
involved: an EXEC Roster and =«n
EXEC Developmental Assignment anc
Training Inventory.

In an ettempt to be more
realistic in establishing targs+®
dates, I have stretched out ths
time span originally suggested. <
tried to preserve, however, scmre
basis for meeting the COB 30 Sep-
tember deadline for reporting to
the CSC on the Agency's Executive
Development program, This is 3I-an
by requiring the first phase o
Executive Development activity to
be completed within each career
service by the end of September.
Although suggested scheduling do-.
not call for the completion of tteo
Developmental Inventories by thas
date, I believe we could demon-
strate our good faith if we can
then acknowledge the existence of
an EXEC Candidate Roster.

I have deleted reference to
cendidates for (GS-18 positions in
the EXEC Roster and the EXEC
Developmental Inventory, on the
supposition that it would be in-
appropriate to ask Office Heads to
identify their own replacements
and specify prospective develop-
mental arrangements.

We would be go if the ExDir-
Compt were to forward to the DD's

08001800akgd or a modified version.
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